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Duration 

 

 

Course Duration 

 

This course will take approximately 2-3 hours. 

 

You can complete it all today or by sections as needed.  

 

Itôs really up to you! 

 

You can take the training how it best fits in your schedule. 
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Preparation 

 

 

Avoid Distractions 

It is recommended that you avoid distractions during training. 
 

You should close all other applications including your email while taking the 
course. 

 

Silence your cell phone.     
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Course Objectives 

 

After completing this course, you will understand how to: 

¶ Find help and additional assistance 

¶ Review payable time for approval 

¶ Work with exceptions 

¶ Update reported time 

¶ Report time and add a comment for an employee 

¶ Approve overtime requests 

¶ Approve payable time for salaried (elapsed) and hourly (punch) time reporters 

¶ Approve absence requests  

¶ View absence balances  

¶ Delegate approvals and accept delegations 

¶ Use the custom monthly calendar 

¶ Understand the óReports Toô field. 
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Need Help? 

 

If you need assistance using the Hawaii Information Portal for Time and 

Leave: 

 

See complete instructions available at: https://ags.hawaii.gov/hip/for-supervisors/ 

 

For further assistance, contact your local timekeeper or leave keeper, as 
applicable.  To assist you with locating your local timekeeper or leave keeper, a 
listing is provided at: https://ags.hawaii.gov/hip/get-time-and-leave-help/ 

 

Consult applicable Collective Bargaining Agreements for detailed rules for union 
members. 
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Key Terminology 

 

 

Elapsed Time Entry (Salaried Employees) 

Punch Time Entry (Hourly Employees) 

Positive Time Reporter 

Time Reporting Code (TRC) 

Time Sheet Exception 

Time Administration 

Direct Reports 

Reported Time 

Payable Time 

Comp Time 
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Positive Time Reporter 

 

Definition:  

Positive time reporters report all time worked. Depending on the setup, this type 
of reporter can report either punched or elapsed time. This may include 
hourly/casual appointment employees or certain salaried employees who are 
required to submit all of their time to be paid. 
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Salaried Employees (Elapsed Time Entry) 

 

Definition:  

When entering time, employees who use this method enter the total number of 
hours that has elapsed when they enter time, and not specific In and Out times, 
or their regular hours worked.  
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Hourly Employees (Punch Time Entry) 

 

Definition:  

When entering time, employees who use this method enter specific In and 

Out times for the workday.  
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Time Reporting Code (TRC) 

 

Definition:  

A Time Reporting Code (TRC) is a code that represents the type of time 

worked.    
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Direct Reports 

 

Definition:  

Direct reports are employees who report to you. This is based on what is set up 
in HIP by your HR office. You may be referred to as the óReports Toô supervisor 
for your direct reports. 

 



  Course 110ï MSS - Supervisors 

 

 

August, 2021 Version 2                                               Page 13 

 

Reported Time 

 

Definition:  

Time that has been entered into HIP and submitted but not yet processed 
through Time Administration. 
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Payable Time 

 

Definition:  

Time that has been validated by the Time Administration process and does not 
have any outstanding exceptions that prevent the time from being approved by a 
supervisor. Payable Time is ready to be approved by the employeeôs supervisor. 
Once approved, Payable Time is ready for payroll processing on the next 
available pay cycle.  
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Timesheet Exception 

 

Definition:  

An exception is a condition that exists regarding time that requires further review. 
For example, OT recorded on the timesheet that was not pre-approved will be 
marked as an exception.  
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Time Administration 

 

Definition:  
Time Administration are automated system processes in HIP that run nightly and 
apply the system rules for processing the time entered. 
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Comp Time 

 

Definition:  
Compensatory Time (also known as Comp Time for short) refers to time youôve 
earned working overtime hours that you can use to take time off at a later time.  
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Time and Leave Approval Overview 

 

 

Lesson Scenario 

 

In this lesson, you will learn about the approval process in HIP. 
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The Approval Process in HIP 

 
Certain transactions in HIP are required to be approved. For example,  

¶ An employeeôs timesheet must be approved in order for the employee to be 
paid.  

¶ An approval is required when an employee submits a request to work 
overtime. 

¶ Leave requests must also be approved.  
 

All approvals can be managed in the Manager Self Service (MSS) page.  

Key reminders:  

Á If there are any supervisor vacancies below you, HIP will route time and 

leave requests up to the next available supervisor in the department 

hierarchy. 

Á Unless an individual in a TA supervisor position is made the ñReports Toò 

in HR, HIP will not route requests to the TA supervisor. 
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Employee Timesheet Approval and Processing 
 

 


